SHEDULE ND.
BALTIMORE COUNTY c=703
OFFICE OF CENTRAL SERVICES '
Records Monogement Divisien BCE ND.
'RECORDS RETENTION AND DISPOSAL SONEDULE L of 2
BALTIMORE COUNTY COUNCIL
AGENCY DIVISION
I''EM
ND. DESCRIPTION RETENT ION
1. GENERAL ACCOUNTING RECORDS
Files may contain, but are not limited to the Retain office copies for
following: (2) two fiscal years,
Counter Cash Books , then destroy.
Delivery Orders, Receipts and Receiving Reports
Expense Reports '
Gasoline Tickets
Paid Bills, Vouchers and Invoices
Receipt Books and Receipt Copies
Requisitions and Purchase Orders
Mileage Reports
2. SPECIAL ACCOUNTING RECORDS
Audit Reports Retain permanently, for
eventual transfer to
Archives.
3. BUDGET RECORDS
Annual Budget Submissions Retain annual submissions
Monthly Budget printouts for (5) five years, then
Workpapers destroy. Retain all
other papers for (2) two
years, then destroy.
4. | MEETING AND HEARING TAPES®

Audio tapes of meetings and hearings of
Council which generally document their
and actions.

the County
proceedings

Retain for (5) five years
then- destroy. ;
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SCHEDULE NO.
RECORDS RETENTION AND DISPOSAL SCHEDULE c-703
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2 of 2
DESCRIPTION RETENTION

10.

UNOFFICIAL PERSONNEL FILES

Files contain information on current employees. Files
may contain but are not limited to copies of applica-
tions, annual reviews, reprimands and disciplinary
actions, awards, doctor slips, accident reports,
resumes, etc.

LEAVE AND TIME SHEETS
This fFile contains office copies of employees annual
leave and daily time recordings.

GENERAL OFFICE OF COUNCIL PERSON'S CORRESPONDENCE
Sub ject arrangement of original incoming letters,
copies of outgoing letters, memoranda, studies,
reports, directives, policies, and other materials
related to the administration of the agency.

REPORTS AND PUBLICATIONS

This file includes all reports and publications issued
by a board, commission, committee etc., which result
from hearings, meetings, investigations, etc.,

and documeht some action or recommendation of the
originator.

COUNTY COUNCIL BILLS
Files contain copies of passed Council Bills and

Resolutions. These papers have original signatures
on them.

COUNTY 'COUNCIL MEETING FILES

-Files contain original material from county council
meetings which are pertinent to presented bills and
Resolutions.

-Files may contain but are not limited to the followingj
A copy of the Bill, notes, roll call votes, letters of
introduction.

-General Background information from concerned parties

which may include reports, requests, and comments.
Nbte: ‘

Some or-all of this information may also be contained ip

office of law, county council files, which are filmed
and retained permanently.

.that material .no longer

Screen annually and destroy
that material no longer
needed for current referench.
Retain remaining items for
(2) two years after
termination, then destroy.

Retain for (1) one yeaf
then destroy.

Screen annually and destroy
needed for current business

Directives, policies and
other material related to
planning and policy that
illustrate the development
of the agency, retain
permanently for eventual
transfer to the Archives.

Retain (1) one copy
permanently for eventual
transfer to the Archives.

Re;ainfﬁn office. a .
perianently. Trausfer to =
the MD State Archives
periodically.

Retain for (10) ten years
then destroy.:

RM 1A

(Rev. 1/90)




-structions TYPR OR PRINT A

DEPARTNENT OF GENERAL SERVICES

I |
| | AGERCT  RECORDS  IHVEHTORY
SEPARATE PORN POR BACH HEW OR | RECORDS MANAGEMERT DIVISION i
REVISED RECORDS SERIES. PORWARD | 7275 VATERLOO ROAD |
¥ITH RECORDS RETENTION SCHEDULE | .0, BOX 275 | PAGE l 0f /D
| JRSSUP, MARYLAND 20794 |
| |
t, DEPARTMENT/AGENCY | 2. DIVISION | 3. UNIT
Balto. Co. Council ' :

|
DEFINITION - RECORD SERIES A group of related records nornally filed and used as 4 unit for reference as well as
" retention and disposition purposes

l
4. RECORDS SERIES TITLE | 5 BARLIRST TBAR/LATEST TEAR

GENERAL ACCOUNTING RECORDS : /970 | [Pteen?™

§. RECORDS SERIES DESCRIPTION (Briefly describe the types of information/docusents/foras found in the series.
Include the purpose or function of the series)

Files contain office copies of:

Goods received memoranda,billing invoices, expense/travel reports, requisitions, petty

cash vouchers, mileage reports, direct payment forms, paid bills, ticket books, purchase
orders, deposit slips, receipt books, etc.

I
8. RECORDS SERIBS SEQUENCE I

ALPHABRTICAL |

1. RBCQRDS SERIRS FORMAT{S)

9. VOLUNE
‘VLRTTER SIZ8 [} NICROPILN

L)-f1LE DRAWER(S)
] MICROPILM REERL(S)

[
é {| CONPUTER TAPR(S)
NONBER ||

[} LEGAL SIZB || COMPUTER TAPR [] NUMERICAL

(] BOUKD BOOK || PLOPPY DISK (] CHRONOLOGICAL

OTHER(SPECIFY)
10, VOLUNE

i} fILE DRAWER(S)

[]) NICROFILM RERL (S)
[] COMPUTER TAPR(S)
[ ] OTHER(SPBCIFY)

[] AUDIO TAPE [] VIDRO TAPE

12. FILR BBCOMES INACTIVE AFTER
{1 NORTH{S)

{{ OTHER (SPRCIPY) {] OTHER (SPRCIFY)

I
|
I
I
I
[] GROGRAPHICAL |
I
I
I
I

11.FILE IS USBD
{1 DAILY

b{/QONTHLY ’

[

|

[} WRBKLY |
I

: l

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROON) |
I

I

|

I

I

L TBAR(S)

NUMBER

Room 202 01d Court House

1, é;/RECORDS SERIRS DUPLICATED RLSEWHRRE?
400 Washington Avenue Sorre-

183 [} RO (If Ves, Specify Agency or Offica) )
Dotcermens é%ﬁa7ﬁléﬁ—6412224ﬁ//£/tJ /ﬁg%é/¥19’Z24“%f§
e Fananct C%?Qyte,o
16. AUDI R!QUIRfﬁENTS

RORE  [| STATE [] PEDRRAL [] INDRPERDEWT

Towson MD

15. ACCBSS RESTRICTIONS  [] 1BS [7foO
(1f yes, cite law(s) & requlation(s)

17. 15 AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

4 ves (] Mo -
‘22124x) i ‘

18. REBCONMENDED RETENTION

Retain for three years, then destroy.

By - e

I
| 20. TRLEPHONR NUNBER

9. NAME AND TITLE OF PREPARER . ‘
ke B | E¥r-030

DGS 550-4(REVISED 2/87)

21, DATR

12/ /8=




Instructions TYPE OR PRINT A AGENCY  RECORDS  INVENTORY

DEPARTMENT OF GENRRAL SERVICES
SEPARATE PORM POR EACH NEW OR

RECORDS MANAGRMENT DIVISION

REVISED RECORDS SERIES. FORWARD 7275 WATERLOO ROAD

WITH RECORDS RETENTION SCHEDULR P.0. BOX 275 PAGR 2 oF 10
JESSUP, MARTLAND 20794
‘1. DEPARTMENT/AGENCY | 2. DIVISION 3. UNIT

BALTIMORE COUNTY COUNdIL

DEFINITION - RECORD SERIES A group of related records normally filed and used as a unit for reference as well as
retention and disposition purposes

I
4. RECORDS SERIES TITLE } 5 EARLIEST YEAR/LATEST VEAR
| /790 | Preser
Special Accounting Records (Audit Reports) | sl

§. RECORDS' SERIES DESCRIPTION (Briefly describe the types of information/documents/forms found in the series.
Include the purpose or function of the series)

Audit Reports

l |
7. RECORDS SERIRS FORMAT(S) | 8. RECORDS SERIES SEQUENCE | 9. VOLUME
bXLETTER SIZE [] MICROFILM | {] ALPHABRTICAL | L k FILB DRAWER(S)
| |, ] MICROPILK REEL(S)
(] LBGAL SIZ8 |] COMPUTER TAPE | [] NUNRRICAL | - (| COMPUTER TAPE(S)
| NUNBER (| OTHER(SPRCIFY)
[) BOUND BOOK (] PLOPPY DISK | %  CHRONOLOGICAL
10. VOLUME

{] AUDIO TAPE [] VIDEO TAPS WPILE DRAWER(S)

—_—

l
I
I
[] GEOGRAPHICAL |
l
|
l

{} MICROFILM REEL (5}
{] OTHBR (SPBCIFY) [] OTHER (SPECIFY) 1 [] COMPUTER TAPE(S)
NUKBER (] OTHER{SPECIFY)

11.FILE IS USED
[1 DAILY [] WBBRLY (] NONTHLY

12. FILE BECOMES INACTIVE AFTER
2 [] HONTH(S) KkIXTBAR(S)

NUMBER
[X] Yearly

WIBS [} N0 (If Yes, Specify Agency_or 0ffice)

Room 202 0ld Court House Auditor's Office

400 Washington Avenue Towson, MD

15. ACCESS RESTRICTIONS  [] VES  {[x¥O
(1f yes, cite law(s) & regulation(s)

16. AUDIT REQUIREMENTS

B
|
|
|
I
13. CURRENT LOCATION(S) (BLDG. ,FLOOR,ROOK) | 14, IS RECORDS SERIES DUPLICATED ELSEWHERE?
|
|
|
|
| XK NONE  [] STATE [] FBDERAL [] INDEPENDENT

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)
[1ves X wo

18. RBCOMMENDED RETENTION

Permanently

I
l
|
!
I
I
|

21, DATE
2] 8/9 2~

o |
9. NAME Ng TITLE OF PREPARER * | 20, TBLEPHONE NUMBER
el | GL7-031

DGS 550-4({REVISED 2/87)




DEPARTNENT OF GENERAL SERVICRS
RECORDS KARAGENENT DIVISION

Instructions T7P8 OR PRINT A

AGENCY  RECORDS  IRVEBNTORY
SEPARATR FORK POR SACH KEW OR

REVISED RECORDS SERIES. PORWARD
. RECORDS RETERTION SCHRDULR

1275 WATERLOO ROAD

JESSUP, NARTLARD 20794

1. DEPARTNENT/AGERCY 2. DIVISION 3. ORIt

|
|}
|
‘.
2.0. BOX 275 | e 3 o2 /O
|
|
|
|
|

Balto. Co, Council |

DRFINITION - RECORD SBRIRS A group of related records morsally filed and used as & unit for reference s vell as
retention and disposition purposes

1. RECORDS SERTES TITLE | 5§ RARLIEST TBAR/LATEST TEAR
BUDGET RECORDS ! /2 901 fstem

§. RECORDS SERIRS DBSCRIPTION (Briefly describe the types of information/docusents/foras found in the series.
Incluode the purpose or function of the series)

Annual Bddget Sudmissions

Morthly Budget printouts

Workpapers
| |—
7. RBCORDS SERIRS FORMAT(S) | 8. RECORDS SERIES SEQUEKCE | 9. VOLUNB
{] LETTER SI128 {| MICRORILM | {] ALPRABRTICAL | [4/1ibl DRARRR(S)
| | [} MICROFILK RBBL{S)
.q/ LRGAL ST28 || COMPUTER TAPB | {1 RUMBRICAL | < (| COMPUTBR TAPR(S)
| | NUMBBR |] OTHER{SPRCIFY)
{] BOUKD BOOK {] PLOPPY DISK | (] CHROKOLOGECAL |
| | 10, voLUNR
{] AUDIO TAPR {] VIDEO TAPE | {| GROGRAPHICAL | &J’f;;l DRAWER(S)
| ] [] RICROFILM RRBL (S}
{] OTHER {SPRCIFY) | (JOTHER (SPBCIFY) | (] coMPUTER TAPR(S)
| |  RUMBER |] OTHRR{SPRCIFY)
| | |
11.FILE IS USED /,/ | 12. PILR® BRCOMES INACTIVE AFTER
(] DALLY (1 WBBKLY A" nonTHLY | (] MoRTH(S) ﬂﬂ’f%AR(S)
| FONBER
: [
13, CURRENT LOCATION{S} {BLDG.,FLOOR,ROON) | 14, 15 RRCORDS S;RIES DUPLICATRD BISRWHRRE?
Room 202 01d Court House 'l {1 188 [] Re (If Yes, Specify Agemcy or Office)
400 Washington Avenue Towson MD |
15. ACCBSS RESTRICTIONS  [] 18S &J’ﬁb | 16. AUDIT, REQUIRRNENTS
(I yes, cite law(s) & requiation(s) | [J/RORE (| STATE [] PBDBRAL (| INDSPENDENT
‘ | : "o
17. 1§ AN INDRX SUSTEK USRD? (If yes, explain briefly aed | 1. RBCONNENDRD RBTRNTIOR
describe any hardware/software) | Retain annual submissions for five years,.-
(1 1Es {1 %o | then, destroy. Retain all other papers -
| for two years, then destroy. -
o - |
I
l | l
G. NAME AND TITLE OF PREPARER | 20. TRLEPHONE NUMBER | 21, DATR
S = - | _ - ///
Sty Mgl | E87-03 /1 2/ 89

|




-

INSTRIRTIONS — TYFE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISFD RFOORD SFRIES.  FORWARD

DEPARTMENT OF GENERAL, SERVICES
RECORDS MANAGFMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

TTH REOORDS RETENTION SCHETULE. P.0. Box 275 Pare f 1o
‘7 Jessup, Maryland 20794 w40
1. IFEPARIMENT /AGENCY 2. DIVISION 3. wIT

Balto. Co. Council

DEFINITION-RECORD SERIES- prope® AS WELL AS RETENIION AND DISPOSITION PURPOSES.

A CROUP OF REVATED RECORDS MORMALLY FILED AMD USED AS A UNIT FOR

4. REOORD SERIES TITLE

Meeting and Hearing Tapes

5. FARLIEST YFARALATEST YEAR

/?701’0%/)%@-2"

— —(RRIFFLY DESCRIAE TVE TYPES OF INFORATION/DOCUMENTS /FORTS FOUND
6. RECORD SERIES DISCRIPTION INCLUDE THE, FURPOSE OR FUNCLION OF THE SERIES)

IN THE SERIES.

.Audio tapes of meetings and hearings of
document their proceedings and actions.

the County Council which generally

7. RECQORDS SERIES FORMST(S)

8. RECORDS SERIES SECUENCE
1 LETTER S1ZE [ ] MICROFUM

[ 1 ALMABETICAL

{1 1rcAL SIZE ] OOMPUIER TAPE [ ] NUMERICAL
. [] ROUND BOK [ FLOPPY DISK M3 CRONDLOGICAL
{k AUDIO TAPE [ ] VIDEO TAPE (] GEOGRAPMTCAL

[ 1 OTER(SPECIFY) {1 OIHER SPECIFY

9. VOLIME
& FILE DRAWVER(S)
[.J MICROFITM REEL(S)

35 (1 OMPUIER TAPE(S)
NWMBER [ ] OIHER SPECIFY
10. VOLIME

[1 FILE DRAWER(S)

(] MICROFIIM REELS(S)

[J OMPUTER TAPE(S)
MRBER [ ] OTHER(SPECIFY)

11, FILE US USED

12. FILES BEOOME INACTIVE AFTER

[] DALY (1 WEERLY {1 Moy ¥ [T MoNTH(S) ¥} YEAR(S)
[X] Yearly NUMBER
' 13. CURRENT LOCATION(S) (BLIG., FLOOR, ROCM) n

(1€ yes, specify apgency or office

. 1S REQORDS SERIES DUPLICATED ELSFWHERE?

Room 202 01d Court House (1 yES K o
~ A4Q00WHshington Avepue Towson, MD
15. ACCESS RESTRICTIONS (] vES KkKkNO 16. AUDIT REQUIREMENTS

(1€ yes, cite law(s) & repulation(s) X o () STAIE  [) FEDERAL  [) INDFPENENT
17. 1S AN INDEX SYSTEM USED? (1f yes, explain briefly and 18. REOMMENDED RETENTION

de;t}:rggandhar Nr)e/software) ' Retain for 5 years then destroy

20. TELEPHONE NUMBER

& 7-03 (|

19;%&:1 AND TITLE OF /PREPARER

21. DATE /Z/XI/QL



http://RE1.ENtI.0N

DEPARTNENT OF GERERAL SERVICES
RECORDS MARAGEMERT DIVISION

Instructions TYPE OR PRINT A
SEPARATE FORM FOR EACH KEW OR

AGERCY  RECORDS  INVENTORY

REVISED RECORDS SERIES. PORWARD 1275 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE

JESSUP, MARTLAND 20794

1. DEPARTMENT/AGENCY 2. DIVISION 3, UNIT

Balto. Co. Council |

[
|
|
P.0. BOK 215 | mes H o /O
I
|
I
I
|

DEFINITION - RECORD SERIES A group of related records normally filed and used as a unit for reference as well as
* retention and disposition purposes

|
4. RECORDS SERIBS TITLE | 5 BARLIBS? Y!ARI‘ﬁTEST YEAR
UNOFFICIAL PERSONNEL FILES : | ffAees

§. RBCORDS SERIRS DESCRIPTION (Briefly describe the types of information/documents/foras found in the series.
Include the purpose or function of the series)

Files contain information on current employees. Files may contain but are not limited
to copies of applications, annual reviews, reprimands and disciplinary actions, awards,
doctor slips, accident reports, resumes, etc.

7. RBCORDS SERIRS FORMAT(S)
[4LBTTER S128 || MICROFILN

|
8. RECORDS SERIBS SEQUENCE | 9. VOLUME
(L KLPHABRTICAL | k}’fILB DRARER(S)
' | [] MICROFILM REBL(S)
‘ (| LBGAL SIZE [] COMPUTER TAPE (] KUMERICAL | l [ ] COMPUTER TAPE(S]

NUMBER || OTHER(SPECIFY)

{] BOUND BOOK [] FLOPPY DISK {1 CHRONOLOGICAL

10. VOLUME

[ FILE DRAWER(S)

I
|
I
(] AUDIO TAPR (] VIDEO TAPE |
I [] NICROFILN RBEL (S)
|
I
I

(] GROGRAPHICAL

{| OTHER (SPBCIFY) [] OTHER (SPBCIFY) [] COMPUTER TAPE(S)

NUNBER  [] OTHER(SPECIFY)

11.FILE IS USED 12, FILE BECOMES INACTIVE AFTER V4
(] DAILY [] WBBKLY NONTHLY {] MORTH(S) El7TBAR(S)
NUMBER

4 188 [] NO__(If Yes, Specjify Agemcy or Qffice)
Shfee % Porance~ faproll v flers

Room 202.01d Court House
i son, MD

15, ACCESS RESTRICTIORS [} Y88 DY wo
{1f yes, cite law(s) & requlation(s)

16. AUDIT REQUIREKBNTS

!
I
I
|
13, CURRSNT LOCATION(S) (BLDG.,EFLOOR,ROO) | 14, I5 RECORDS SERIRS DUPLICATED BLSEWHERE?
I
I
|
l
| J NONE (] STATE [] PEDERAL (] INDEPENDENT

17, IS AN INDRY SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION
Screen annually and destroy that material

l
I
I
(] 1Es )ﬁ/NO | no longer needed for current reference.
| Retain remaining items for two years after
‘ || termination, then destroy.
— | I
9. NAME AND TITLE OF PREPARER | 20. TRLEPHONE NUMBER | 21. DATE
Linda Strovel | 887-0311 I 12/8/92

DGS 550-4(REVISED 2/87)




Instructions TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES

AGERCY  RECORDS  IRVENTORY
SEPARATE PORM FOR EACH NEW OR RECORDS MANAGBMENT DIVISIOR

REVISED RECORDS SERIES. PORWARD 1275 VATERLOO ROAD

JESSUP, MARYLAND 20794

1. DEPARTMENT/AGENCY
Balto. Co. CB8Buncil

2. DIVISION
All divisions

3. UNIT

I I
I I
I I
I I
KITH RECORDS RETENTION SCHEDULR | P.0. BOX 215 | PAGR [, OF 10
I I
I |
I I
I I
I I

DEFINITION - RECORD SERIES A group of related records normally filed and used as a unit for reference as well as
~ retention and disposition purposes

|
4. RECORDS SERIES TITLE | 5 BARLIEST VEAR/LATEST VEAR
LEAVE AND TIME SHEETS : 1990 /1992

§. RRCORDS SERIES DESCRIPTION {Briefly describe the types of information/documents/foras found in the series.
Include the purpose or function of the series)

This file contains office copies of employees annual leave and daily time recordings.

7. RBCORDS SERIES FORMAT{(S)
LETPER SIZE (] MICROFILN

8. RECORDS SERIBS SBQUENCE
(] ALPHABETICAL

9. VOLUNE
(Y PILB DRAWER(S)
[] MICROFILK REBL(S)
{] CONPUTER TAPE(S)
NUNBER (] OTHER{SPECIFY)

‘ [] LBGAL SIZE [] COMPUTER TAPR [] HUMBRICAL

{} BOUKD BOOK [] PLOPPY DISK {1y CHRONOLOGICAL

10. VOLUNB
Iﬂ/?er DRAWER(S)
[] MICROFILN REBL (S)

‘ [] COMPUTER TAPE(S)
NUNBER  [] OTHER(SPECIFY)

[} AUDIO TAPE [} VIDBO TAPE (] GEOGRAPHICAL

{] OTHER (SPECIFY) {] OTHER (SPBCIFY)

t1.FILE IS USED ) 12, PILE BECOMES INACTIVE AFTER
[] DAILY [] WBEELY (] MONTHLY [X none ] [] NOKTH(S) b YBAR(S)
NUNBER
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROON) 14, 15 RECORDS SERIES DUPLICATED BLSEWHERE?

Room 202 0l1d Court House

k] 188 [] NO (If Yes, Specify Agency or Office)
400 Washington Avenue Towson, Md.

Duplicated in Payroll and Persaonnel

15, ACCESS RBSTRICTIONS [} 7ES [} NO

16. AUDIT REQUIREMENTS
(1f yes, cite law{s) & requlation(s)

|
I
|
I
I
|
I
|
I
| [{ KORS (] STATR [] PEDERAL [] INDBPENDEKT

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

| 18, RECOMMENDED RETENTION
|
|
By Employee last name, then First =
I
|

Retain for one year, then destroy.

.name.

—| I
9. NAME AND TITLE OF PREPARER | 20. TBLEPHONE NUMBER | 21. DATE
sty gl | SE7-03 /! e

DGS 550-4(RRVISED 2/87)




INSTRICTIONS — TYPE OR PRINT A DEPARIMENT OF GENERAI, SERVICES

SEPARATE, FORM FOR FACH NEW OR RECORDS MANAGFMENT DIVISION AGENCY RECORDS INVENTORY
REVISFD RFCORD SFRIES.  FORMARD 7275 WATERLOD ROAD
WITH RECORNS RETENTION SCHELE. P.0. Pox 275 . i
‘ Jessup, Maryland 20794 AR oF 10
1. TFPARTMENT /AGENGY 2. DIVISION 3. UNIT

__Baltimpre County Council

A CROUP OF T ATED RROORDS TORINLY FILFD AW USRD AS A UNIT FOR
VRFINITION-RECORD SERIES” perERENCE AS WELL AS RETENIION AND DISPOSITION PURPOSES.

h. RFOORD SERIES TITLE 5. EARLIEST YFARAATEST YFAR

General Office of Council Person's Correspondence /22710/éi%b£fL

; . (BRIFFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
f. RECORD SERIES DLSCRIPTI - ‘ra
N IN THE SERIES. INCLUDE THE FURPOSE OR FUNCYIION OF THE SERIES)

Subject arrangement of original incoming letters, copies of outgoing letters,

memoranda, studies, rTeports, directives, policies, and other materials
related to the administration of the agency.

7. RECDRDS SERIES FORMST(S) 8. RECORDS SERIES SH(UENCE 9. VOLIME

& LETTER S1ZE |} MICROFD'M T 1 ALPHABETICAL D FILE DRAWER(S)

) [} MICROFTIM RFEL(S)

!

[] UFGAL SIZE ] QUMPUIER TAPE [ 1 NUMERICAL [] OCMPUIER TAPE(S)
. NIMBER  [) OIMER SPECIFY
(1 RouND BOK [ FLOPPY DISK X4 CHRONCROGICAL
» 10. VOLWME
(] Amio TAYE [ ] VIDEO TAPE (] GBOGRAFMTCAL, FILE DRAWER(S)
. ) MICROFTIM REELS(S)
{1 OTHER(SPECIFY) [} OIMER SPECIFY é [J oMPUTER TAPE(S)
fBER [} OTMER(SPECIFY)
1. FILE US USED 12. FILES REOOME INACTIVE AFTER
[1 pADLY {1 wEERLY K MoNTHLY / 1 MoTH(S) Kl YEAR(S)
NUMBER
I3. CURRENT LOCATION(S) (BLIG., FLOR, RocM) 14. 1S REQORDS SERIES DUPLICATED FI.SFWMERE?

(1f yes, specify agency or office
Room 202 01d Court House

400 uWashington Avenue Towson, MD ' L1 ves Idm
~ 15, ACXESS RESTRICTIONS () YES { to 16. AUDIT REQUIREMENTS
(If yes, cite law(s) & regulation(s) P E  [) STAIE (] FEDERAL (] TNOFPRNDEMT
17. 1S AN INDFX SYSTEM USED? (If yes, explain briefly and 18. REOMMENDED RETENTION
desctibe and hardware/software) :
[ YES It Screen annually and destroyu

that material no londer needed

for current business.Directives,

polices & other material related to planning and policy that ill‘gstrate the development of
the agency, r:;-t;éin p’erman'ently for vev,entu‘al trgns)fgr to the Archives.

19. NAME AND TITLE OF PREPARER 20. TELEPHOME MUMBER 21. DATE

Tty Ligvdl §&>-03// /2/5/ %



http://UF.F1NIT10N-RF.00RD

INSTRICTIONS — TYTE OR PRINT A
SEPARATE. FORM FOR EACR NEW OR
RFEVISFD RFOORD SFRIES.  FORWARD
WITH RFOORNS RETENTION SOEDULE.

DEPARTMENT OF GENERAI, SERVICES
REQORDS MANAGFMENT DIVISION
7275 WATERLOD ROAD
P.0. Box 275
Jessup, Maryland 20794

AGENCY RECORDS INVENTORY

Pope 8 of 10

. DEPARTMENT /AGENCY

‘Baltimore County Council

2. DIVISION 3. UNIT

TFFINTTION-RECORD SERIES-

A GROUP OF RETATED RECQORDS MORMALLY FILED AMD USED AS A UNIT FOR
REFERENCE AS WELL AS REIENIION AND DISPOSITION PURPOSES.

A. RFOORD SERIES TITLE

Reports and Publications

5. FARLIEST YEAR/TATEST YEAR

19810 fhosiet

f. RECDRD SERIES DISCRIPTION - IN THE SERIES.

This file includes all
copmbttee etc/, whbcH resalt
and document some action or

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND

reports and publications

INCLUDE THFE, FURPOSE OR FUNCIION OF THE SERIES)

issued by a board,
fropm Heardmgs, meetings, dnvestidgations,
recommendation of the originator.

commission,
etc.,

. 7. RE(DRDS SERIES F.UR;ST(S)
B 1ETTER S1ZE [ MICROFDM
] urcAL S1ZE - [] OQUMPUTER TAPE
) pounD BocK  [) FLOPPY DISK
(1 An1O TAPE (] VIDEO TAPE

[ OTHER(SPECIFY)

8. RECORDS SERIES SECUENCE
[ 1 AUPHABETICAL

9. VOLIME
M FILE DRAWER(S)
[ J MICROFTIM REEL(S)

Z {1 OrUTER TAPRE(S)
BER A} OTHER SPECIFY

10. VOUIME

ot
NUMBER

{1 NUMERICAL

I\ CHROMOLOGICAL

{1 chocrAFYICAL FILE DRAWER(S)

] MICROFTIM RFELS(S)
] OMPUTER TAPE(S)
] OTHER(SPECIFY)

[] OIMFR SPECIFY

11. FILE US USED

m 12. FILES BEOOME INACTIVE AFTER
{] pAny {1 wEEKLY MONTHLY é 11 MoNTH(S) B YEAR(S)
13, CURRENT LOCATION(S) (BLIG. , FUX)R; RocHM) 14. 1S RECORDS SERIES DUPLICATED F1.SEWVHERE ?
(1f yes, specify agency or office
Room 202 01d Court House {1 YEs pqm
400 Washingtan Avenue Towson, MD
15. AOCESS RESTRICTIONS [} Yes [ | to 16. AUDIT RECUTREMENTS
(If yes, cite law(s) & regulation(s) 6 Mt [] STAIE (] FEDERAL [ ] INUFFENUENT
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. REOMMENDED RETENTION
describe and hardware/software) Retain (1) copy permanently for
(1 yes Ntb eventual transfer to the Archives
19. NAME AN TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE ‘
~pnslp, Apvtl g4 7-03 1e/e/52



http://pfn.ENn.oN
http://FD.ES

INSTRICCTIONS — TYPE OR PRINT A DEPARTMENT OF GENERAT, SERVICES

ACE ) -
SEPARATE, FORM FOR FACH NEW (R RECORDS MANAGFMENT NIVISION GENCY RECORDS INVENTORY
REVISFD RFCORD SFRIES.  PORMARD 7275 WATERLOD ROAD
WITH RFODRDS RETENTION SOEDULE. P.0. Pox 275 i ‘1o
N Jessup, Maryland 20794 ‘_f 2.0t
1. IFPARTMENT JAGENCY 2. DIVISION 3. UNIT

__Baltimore County Council
A CROUP OF RETATED RECORDS MORMALLY FILED AMD USED AS A UNIT FOR
IEFINITI(N-RE(DRD SERIES REFERENCE AS WELL AS RETENIION AMD DISPOSITION PURPOSES.

h. RF(ORD SERIES TITLE 5. FARLIEST YFARLATEST YFAR

County Council Bills /77010//)&%@‘:__

- ~(RRIFFLY DESCRIBE TE TYPES OF INFORUATION/DOCUMENTS/FORS FOTAD
6. RECORD SERIES DISCRIPTION =y v SERIES. INCLUDE THE PURPOSE OR FUNCIION OF THE SERIES)

Files contain copies of passed Council Bills and Resolutions. These papers
have original signatures od them.

7. REOORNS SERIES FORMST(S) 8. REOORDS SERIES SEQUENCE 9. VOLIME
{1 1ETIER S1ZE [ ] MICROFDM 11 AURABETICAL

D FILE DRAWER(S)

{ ] MICROFTIM RFEL(S)
PLircAL SIZE 1] OMPUTER TAPE [ MMERICAL ") [] OOMPUIER TAPR(S)

NUMBER {1 OTHER SPECIFY

[1 ROUND BocK [ ] FLOPPY DISK M. GROMALOGICAL
_ 10. VOUME
{] AUDIO TAPE [ ] VIDEO TAPE [ GBOGRAFHICAL W FILE DRAWER(S)
[] MICROFTIM REELS(S)
[ 7 OER(SPECIFY) {) ONER SPECIFY Z— ) OOMPUTER TAPE(S)
MMEER [} OTHER(SPECIFY)
I1. FILE US USED 12. FILES BEOCME INACTIVE AFTER
] pAny [ wEEKLY DL MY / [1MNTH(S) P YEAR(S)
NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, RooM) 14. 1S RECORDS SERIES DUPLICATED FLSFMHERE?
(1f yes, specify agency or office
Room 202 OdnCgudtifMouseni’ . M. YES (1w
400 Washingtan Avenue _Towsgon, MD
15. ACCESS RESTRICTIONS [1Y¥ES (| to 16. AUDIT REQUIREMENTS
(1f yes, cite law(s) & regulation(s) X MA®E  [) STAIE (] FEDERAL [ ] TNDEFENUEMT
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECCAMENDED RETENTION
describe and hardware/software) Retain in office permanently.
(] S 1t

Transfer periodically to the MSA.

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21, DAE '
S %&M 2g7-63// 12/ 4 9>




Instructions TYPE OR PRINT A DEPARTMENT OF GENBRAL SERVICRS
SEPARATE PORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION

AGENCY  RECORDS  INVENTORY

WITH RECORDS RETENTION SCHRDULR P.0. BOX 275

JESSUP, MARYLAND 20794

| |

I I

I I
REVISED RECORDS SERIES. FORWARD | 1275 WATERLOO ROAD |

| | PAGE 10 OF 10

I |

| I

1. DEPARTMENT/AGENCY | 2. DIVISION 3. NIt
| |

Balto. Co. Council | |

DEFINITION - RECORD SERIES A group of related records normally filed and used as a unit for reference as well as
retention and disposition purposes
|

4. RECORDS SERIES TITLE | 5 FARLIEST YEAR/LATEST YEAR

I ] /
_County Council Meeting Files ‘ l?ﬁﬂ (Praatnds

6. RECORDS SERIRS DESCRIPTION (Briefly describe the types of information/documents/forms found in the series.
Include the purpose or function of the series)

-- Files contain original material from County Council meetings which are
pertinent to presented bills and Resolutions.

-- Files may contain but are not limited to the following: A copy of the bill,
notes, roll call votes, letters of introduction.

-- General Background information from concerned parties which may include
reports, requests, and comments.

NOTE: sone or all of this information may also be contained in Office of Law,

County Council files, which are filmed and Tetained permanently.

| I
7. RECORDS SERIES FORMAT(S) [ §. RECORDS SERIES SEQUENCE
[] LETTER SIZB [] MICROPILM | (] ALPHABRTICAL K| PILE DRAWER(S)
| MICROFILM REBL(S)
|

[l
7A [ COMPUTER TAPB(S)
]

OTHER(SPECIFY)

{] LEGAL SIZE [] COMPUTER TAPE [ ] NUMERICAL

[] BOUND BOOK || FLOPPY DISK | (] CHRONOLOGICAL |
| 10, VOLUME
(| GROGRAPHICAL | ?4 PILR DRAWER{S)
I | HICROFILH REEL (5)

[ | OTHER {SPRCIFY) I fs/ ] COMPUTER TAPE(S)

NUMBER OTHKR(SPBCIFY)
| I

(] AUDIO TAPE {] VIDEQ TAPE

- |] OTHER (SPECIFY)

11.FILE I8 USED , | 12, FILE BECOMES INACTIVE AFTER
[} DAILY [] WEBKLY Eﬂ:HONTHLY | (| HONTH(S) i YBAR(S)
NUEER

" 13, CURRENT LOCATION(S} (BLDG.,FLOOR,ROOM) 14, IS RECORDS SERIES DUPLICATED ELSEWHERE?

400 Washington Avenue Towson, MD

15. ACCESS RESTRICTIONS [] VES NO
{1f yes, cite law{s) & requlation(s)

16. AUDIT REQUIREMENTS

I
|
|

: I

Room 202 0l1ld Court House I [] YBS -\ MO (If Yes, Specify Agency or Office)

I
|
I
| )Q NONE [} STATE {] PEDBRAL {) INDEPENDRHT

I
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and | 18. RECOMMENDED RETENTION
describe any hardware/software) || Retain. for ten Iears then destroy.
| / -

[y

[1ves N N .

o — - | |
9. NAME AND TITLE OF PREPARER | 20. TELEPHONE NUMBER | 21. DATE
=2, W} §€7-0%/( | (/555
i T
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